QUY TRINH M4 hiéu: QT-09/HT
UBND XA -
. Lan ban hanh 02
HUNG LONG | ping ky chim dit viée giam hy —— :
Ngay ban hanh:

MUC LUC
SUA POI TAI LIEU
1. MUC PicH
2. PHAM VI AP DUNG
3. TAILIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEUMAU
7. HO SO CANLUU

Trach nhiém Soan thao Xem xét Phé duyét

Ho tén

Chir ky

Chtrc vu Ph6 Chu tich UBND Chu tich UBND
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UBND XA
HUNG LONG

QUY TRINH

Ping ky chAm dit viée giam ho

M4 higu: QT-09/HT
Lan ban hanh 02
Ngay ban hanh:

SUA POI TAI LIEU

Yéu cu sira
doi/ bo sung

Trang / Phan
lién quan viéc
sira doi

M0 ta ndi dung sira doi

Ngay sira

Lan sira doi e
doi
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QUY TRINH M4 hiéu: QT-09/HT
UBND XA ;
; Lan ban hanh 02
HUNG LONG Pang ky cham dut viée giam ho - -
Ngay ban hanh:
1. MUC PiCH

Quy trinh duoc xay dung nham quy dinh trinh ty, phuong phap tiép nhan va céach
thirc xtr ly ho so doi voi thu tuc Dang ky cham dut viée giam hg, dam bao can bo, cong
chtrc thyc hién ding véi nhiém vy, quyén han dugce giao

2. PHAM VI AP DUNG

Ap dung dbi voi hoat dong Dang ky cham dirt viéc giam ho

Can b9, cong chirc thude bo phan tiép nhan va tra két qua, cac bo phan co lién
quan thudc Uy ban nh&n dén xa chiu trach nhiém thuc hién quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN I1SO 9001:2015

- Cac van ban phap quy lién quan dé cap tai muc 5.8

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhén dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: Tiép nhan va tra két qua

- HT: Ho tich

5. NOI DUNG QUY TRINH

5.1 | Piéu ki¢n thye hién Thii tuc hanh chinh

Khéng

5.2 | Thanh phin hd so Ban | Ban
chinh | sao

* Gidy to phai nop:

+ To khai dang ky cham dut gidm ho (theo mau);
+ Gidy to 1am cin ctr chdm dut giam ho theo quy dinh cia Bo X
luat dan su;

+ Vian ban ‘ﬁy quyén theo quy dinh cua phap luat trong truong
hop uy quyen thyc hién viéc dang ky cham dit giam h¢. Truong
hop ngudi duoc Gy quyén 1a ong, ba, cha, me, con, vg, chong,
anh, chi, em rudt cia nguoi iy quyén thi van ban iy quyén khong
phai chimg thyec.

* Gidy to phai xuat trinh:
+ Gidy to tly than gf)m ho chiéu, chirmg minh nhéan dan, thé cin

cude cong dan hodc gidy to khac c6 dan anh va thong tin ca nhan
do co quan c6 tham quyén cap, cOn gia tri sir dung;
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UBND XA

QUY TRINH Ma hiéu:

QT-09/HT

HUNG LONG = , LA .. en .. .. |Lanbanhanh

02

Ping ky cham dirt viéc giam ho

Ngay ban hanh:

+ Truong hop giri hd so qua hé thong buu chinh thi phai guri kem
theo ban sao c6 chung thyuc giay to phai xuat trinh néu trén.

*Lowuy:

- Péi véi gidy to ndp, xudt trinh:

+ Trwong hop nguwoi y8U cau ndp gidy to 14 ban sao dwoc cdp tir
6 goc hodc ban sao dwoc chieng thuwce tie ban chinh thi nQueoi tiép
nhdn ho so khéng dwoc yeu cau xudt trinh bdn chinh; néu nguoi
YU Cdu chi ndp ban chup va xudt trinh ban chinh thi nguoi tiép
nhdn hé so kiém tra, déi chiéu ban chup V&i ban chinh va ky vao
ban chup xdc nhdn vé viéc da doi chiéu ndi dung gzay to do,
khong dwoc yeu cau nguoi di dang ky ngp ban sao gidy to do.

+ Péi véi gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhén
6 trach nhiém kiém tra, déi chiéu véi théng tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hé so va tra lai cho
ngueoi xudt trinh, khdng diroc yu cdau ndp ban sao hodc ban chup
gidy to do.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn diing, di ho so ding
Ky hg tich theo quy dinh cua phap udt hé tich, khong duoc yéu
cau nguoi dang ky hé tich ndp thém gidy to ma phap ludt hé tich
khdng quy dinh phdi nop.

5.3 | S6 hrgng hd so
01 bd
5.4 | Thoi gian xir ly
Trong thoi han 02 ngdy lam viéc, ké tir ngdy nhan ho so day du va hop 1¢
5.5 | Noi tiép nhan va tra két qua
Bo phan tiép nhan va tra két qua cia UBND x4
5.6 | Phi/Lé phi
Mién 18 phi
5.7 | Quy trinh xir ly cong viéc
TT Trinh tu Trach nhiém | Thoi gian | Biéu mau/Két
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UBND XA

QUY TRINH

HUNG LONG Ping ky chAm dit viée giam ho

Ma hiéu:

QT-09/HT

Lan ban hanh 02

Ngay ban hanh:

qua

Bl

Nop hd so: Cong dan chuan bi day
da hd so theo quy dinh ndp tai bd
phan TN&TKQ thyc hién TTHC
(ndp truc tiép hodc qua dich vu buu
chinh cong ich hodc qua truc tuyén)
Truong hgp TCCN ndp truc tiép,
CBCC mot ctra huéng dan cong
dan thao tac trén hé thong may tinh
ctua don vi (néu c6) hodc chi dong
thao tac trén hé thong ddi voi hd so
nop qua duong buu chinh.

Cong dan

B0 phan
TN&TKQ

Gio hanh
chinh

Thanh phan ho
so theo muc
5.2

B2

Tiép nhan va Kiém tra tinh chinh
xéc, ddy di cua hd so: CBCC mot
Clra tiép nhan hd so trén hé thong
va thuc hién kiém tra

- Néu cac thong tin khai bao va file
dinh kém trén hé thdng chua day
du, chinh xéac theo quy dinh, CBCC
mot ctra thong bao va g hudng
dian TCCN b sung, hoan thién hd
so theo mau s 02.

- Néu tir chbi nhan hd so, CBCC
mot cura guri thong béao vanéu rd Iy | Bg phan
do theo mau s6 03. TN&TKQ
- Néu cac thong tin khai bao va file
dinh kém trén hé théng day du,
chinh x4c theo quy dinh, CBCC
mot ctra tiép nhan ho so theo mau
s6 01, 1ap phiéu kiém soat theo mau
s6 05, cap nhat so theo dbi theo
mau sd 06 va tich chuyén hd so trén
hé thdng t6i CBCC TP-HT.

Ghi chl: Cac mdu 01, 02, 03 dwoc
CBCC mét cira ldp trén hé thong va
gui cho TCCN qua dia chi thu dién
tir ma TCCN da ding ky. Phiéu
kiém sodt theo mau 05 dwoc ldp va
Xac thuc trén hé thong cé gia tri
nhie cdc phiéu kiém sodt qud trinh

Ya ngay
lam viéc

Mau sb 01, 02,
03, 05, 06
(Thong tu

01/2018/TT-
VPCP)

HO so




UBND XA
HUNG LONG

QUY TRINH

Ping ky chAm dit viée giam ho

Ma hiéu:

QT-09/HT

Lan ban hanh 02

Ngay ban hanh:

ban gidy c6 chir ky cia cic don vi
lién quan.

B3 | Tham dinh hd so: CBCC chuyén
mon tiép nhan ho so trén hé thong Mau s6 02, 03,
va thu:c hién xem xet ‘ 05 (Théng tu
- ‘Néu ho so chua dép ung yéU cau, 01/2018/TT-
can gidi trinh va bo sung, CBCC VPCP)
chuyén mon tich chuyén keét qua | Cang chuc .
trén phan mém trong d6 ghi 18 YeU | Ty phap-Ho 91 ngay

NS . phap-Hc¢ A
cau bo sung hodc 1y do tir choi. tich lam viée
- Néu dam bao yéu ciu, hoan thién ,
du thao Trich lyc dang ky cham dut Dy thao ket
giam ho, tich chuyén trén hé thong qua giai quyet
dong thoi in ban cung trinh lanh TTHC
dao ky.

B4 | Ky duyét két qua: Lanh dao UBND
Xa ti€p nhan ket qua trén hé thong, | Lanh dao Y2ngay | Trich luc ding
xem xet, yéu cau diéu chinh (n€u | UBND x4 lam viéc ky chim dirt
can), ky Trich luc dang ky cham giam ho
dut giam ho va tich chuyén CBCC '
chuyén moén.

B5 |Pong diu va sao lwu: CBCC
chuyén mon tiép nhan két qua, ghi - Trich luc
noi dunque‘mg ky cham dl'J::[ giam | Cong chuc dang ky cﬁém
ho vao so DPKCDGH, chuyén van | Tu phap-HO | ¥4 ngay dirt eidm ho
thu déng dau. tich lam viéc gsé -
Chuyén két qua vé B phan
TN&TKQ va thuc hién luu trir theo BKCDGH
quy dinh.

B6 | Ira két qua: ’ - Mau sé 06
Thong bhéo va tra keét qua cho (Thong tu
TCCN, thyc hién thu phi theo qu A 1A
dlfllcl; (I1lé’u'cé), in s '[1;)160 dai 'gér}; TI?\I(.)&?'I}}Iin hil;heﬁ 01/\2/(;18PITT-
phan mém va yéu cau TCCN ky s6 Q| phitu hen i gx )
theo miu 06/S6 PKCDGH. DKCDGH

Tich két thuc trén phan mém.

Ghi cht: Néu ho so bi chdm muén thi can b thu Iy bdo cdo Ianh dao va phdi ¢ phiéu
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UBND XA

QUY TRINH M4 hiéu: QT-09/HT

HUNG LONG < , LA . .. ., .. |Lanbanhanh 02

Ping ky cham dirt viéc giam ho

Ngay ban hanh:

Xin 16i theo mau sé 04 (Théng tw 01/2018/TT-VPCP) tri cho TCCN

5.8

Co sé phap ly

- B6 luat dan sy ngdy 24 thang 11 nam 2015 (c6 hiéu lyc ké tir ngdy 01 thang 01
nam 2017);

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hiéu lyc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua Chinh phu quy
dinh chi tiét mgt so dicu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tr
ngay 01 thang 01 nam 2016);

- Thong tur s6 04/2020/TT-BTP ngay 28 thang 5 nam 2020 cua Bo truong Bo Tu
phap quy dinh chi tiet thi hanh mot s6 dicu cua luat hd tich va nghi dinh
6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua chinh phu quy dinh chi tiét
mot so dieéu va bién phap thi hanh luat ho tich;

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 caa Hoi dong
nhan dan thanh pho ve cac loai phi va I€ phi trén dia ban Thanh pho HO Chi
Minh (cd hi¢u luc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s 52/2016/QD-UBND ngay 10 thang 12 ndm 2016 cia Uy ban
nhan dan ’Thé}nh pho ban hanh muc thu 10 loai phi va 7 loai 1¢ phi trén dia ban
Thanh pho Ho Chi Minh (c6 hi¢u lyc ké tir ngay 01 thang 01 nam 2017);

- Nghi dinh 61/2018/ND-CP V¢ thyc hién co ché mot cira, mot cira lién thong
trong giai quyet thu tuc hanh chinh;

- Thong tur 01/2018/TT-VPCP ngay 23/11/2018 hudng dan thi hanh mot s‘(r) quy
dinh cua nghi dinh s0 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu vé thyc
hién co ché mdt ctra, mdt cira lién thong trong giai quyét thu tuc hanh chinh.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh hudng dan
vé phi va I¢ phi thudc tham quyen quyeét dinh ciia Hoi dong nhan dan tinh, thanh
pho truc thude Trung uong.

Quyet dinh s 3291/Qb-UBND ngay 10/9/2021 ciia UBND Thanh phé Ho Chi

Minh vé viéc cong bd danh muyc thu tuc hanh chinh linh vire Ho tich thuéc pham
Vi chitc nang quan ly ctia S& Tu phép.
- Quyét dinh s6 1872/QD-BTP ngay 04 thang 9 nam 2020 cua B truong Bo Tu
phap vé viéc cong bo thu tuc hanh chinh stra doi, bo sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich trong nudc thugc pham vi chitc nang quan
ly cua Bo Tu phap.

6. BIEU MAU

TT

Tén Biéu mau

1.

Hé thong biéu mau theo Thong tu 01/2018/TT-VPCP ngay 23/11/2018:
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QUY TRINH M4 hiéu: QT-09/HT
UBND XA .
, Lan ban hanh 02
HUNG LONG Pang ky cham dut viée giam ho - -
Ngay ban hanh:

* Mau s6 01 — Gidy tiép nhan ho so va hen tra két qua

* Mau s6 02 — Phiéu yéu cau bd sung, hoan thién ho so
* Mau sb 03 — Phiéu tir chdi tiép nhan giai quyét ho so

* Mau s6 04 — Phiéu xin 161 va hen lai ngay tra két qua

* Mau s6 05 — Phiéu kiém soat qué trinh giai quyét hd so
* Mau s6 06 — S6 theo ddi ho so

2. | To khai dang ky cham dut giam ho theo miu quy dinh tai Thong tu s6
04/2020/TT-BTP ngay 28/5/2020 cua B¢ truéng Bo Tu phap

7. HO SO LU'U: Ho so Iwu bao gdm céc thanh phin sau

TT Hb so lwu (ban chinh hodc ban sao theo quy dinh)

1. | Thanh phan hd so can nop theo muyc 5.2

2. | Két qua giai quyét tha tuc hanh chinh
Céc ho so khac phét sinh trong qua trinh thuc hién

3. | Cac biéu miu theo co ché mot cira, mot cira lién théng dugc ban hanh kém theo
thong tu 01/2018/TT-VPCP ngay 23/11/2018

Ho so dugc luu tai Bo phan mot ctia va bo phan TP-HT theo quy dinh

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ
KIND guri: @ Lo

Ho, chit dém, t8n NEUOT YEU CAUL.........covivieieeiieeeeeeee e
INOT CU T @) Lottt et et tese et e

Pé nghi co quan diing ky cham dirt viée giam h§ giira:

Nguwoi giam ho:

HO, Chir A€M, tEN: ...oii e e et e et e e e s e e e sbe e e e e anas
Ngay, thang, nam SINh: .......ccovviiiiiii e )
Gigitinh: .....cccoovvieieenien DAn tOC:....eioveeeeerieereereeeee, Quéc tich: ..covveeiiene,
INOT CU TP Lottt ettt et sttt
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QUY TRINH M4 hiéu: QT-09/HT
UBND XA ;
. . Lan ban hanh 02
HUNG LONG Ding ky cham dwt viéc giam ho - -
Ngay ban hanh:

Gy to tUY thaANT ©) ettt
Nguwoi duge giam ho:

HO, Chir A€M, TEN: ...oii i et e et e e e sar e e e sabe e e e e aaeas
Ngay, thang, nam SINh: ......ccoiiiiiiiii
Gigitinh: .....cccoooveevieiienn DAn tOC:...veioveeeeereeereeeeeeeee, Quéc tich: ..covveeeiiene.
NOT CU TP oottt ee et e et sttt
Gidy khai sinh/Gidy to t0Y thAN @)1 ..o
DA ding ky giAm ho tai @ ..o e
ngay ....... thang ......... nam ......... SOuveeeteeeetieeerreeeie e eaeeens QUYEN SO: v,
Ly do cham dirt Viée GIAM WOz ........c.oovovivceieieeec e,

T6i cam doan nhimg ndi dung khai trén day la ding sy that va chiu trach nhiém
trude phap luat vé cam doan ctia minh.
Lam tai: oo , hgay ..... thang ..... nam ...
Ngudi yéu cau
(Ky, ghi 10 ho, chir dém, t€n)

D& nghi cép ban sa0®: C6 [, Khong [
S6 luong:....... ban

Chd thich:

@ Ghi r6 tén co quan dang ky chim dut gidm ho.

@ Ghi theo noi dang ky thuong trii, néu khong ¢ noi ding ky thuong trii thi ghi
theo noi déng ky tam tra; truong hop khong c6 noi déng ky thuong tri va noi dang ky
tam tru thi ghi theo noi dang sinh song.

) ® Ghi thong tin vé gidy to tily than nhu: ho chié,:u, chirng minh nhan dan hoac
gidy to hop 1¢ thay the (vi du: Chimg minh nhan dén s6 001089123 do Cong an thanh
pho Ha Noi cap ngay 20/10/2014).

“) Ghi 16 tén co quan dang ky giam ho trudce day (s, ngay thang nam dang ky).

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd s6 luong.
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UBND XA
HUNG LONG

QUY TRINH

Ping ky chAm dit viée giam ho

Ma hiéu:

QT-09/HT

Lan ban hanh

02

Ngay ban hanh:




